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Special Attention of: Notice ADM-14-01
lssued:  12/05/2014

Expires:  This notice remainsin effect
until amended, revoked, or

superseded.

Cross Referencess. 2200.1

Subject: HUD Business Cards

Update to: Administrative Services Policy (2200.01) Chapter 10, PRINTING AND GRAPHIC
ARTS SERVICES; and HUD’s Graphics Communications Guidelines Manual.

HUD Business Card Style Policy

The Office of Administration’s Printing and Graphic Arts Branch is responsible for identifying
uniform standards and for maintaining and monitoring printed stationery items such as business

cards.

The Branch is also responsible for ensuring that all visual communications adhere to the
graphic regulations specified for the agency in the Visual Communications Guidelines Manual

Under this directive and authority, the policy on business cards must be added to avoid
confusion and variations from approved formats.

There are four (4) approved styles for HUD business cards:
Styles A and B are for use by all HUD employees authorized to have business cards.

Style C is authorized for use by Supervisors Only and is the next tier.
The cards with the Eagle logo are exclusive to: PAS (Political Appointment, Senate

[ ]
confirmed); Senior Executive Service (SES) Schedule C (Political Appointment); and
SES career appointment. PAS determination is stated in the Plum Book — United States
Government Policy and Supporting Positions, Committee on Oversight and Gover nment

Reform.

Distribution:  W-3-1



Business Cards

Lorraine L. Smith
Human Resources Spedalist

U.5. Department of Housing
and Urban Development
Pay, Benefits and Retirement Center
451 Tth Street SW, Room 2135

Washington, DC 20410
wowwl.hud.gow

2024027499

Fax 202.708.3680
Lorraine LSmithg@hud.gov

Fax 202,708 3680
Cell 202.708.3680

LL5. Department of Housing
and Urban Development
Pay, Benefits and Retirerment Center
451 Tth Street SW, Room 2135
Washington, DC 20410

woww.hud.gow

Lorraine L. Smith
Human Resources Specialist, Employes Benefits

2024027499

Lorraine.LSmith@hud.gov

Supervisors Only

Style B

N LL5. Department of Housing
_; I“.I and Urban Development
: Pay, Benefits and Retirernernt Certer
! 451 Tth Street SW, Room 2135
ﬁ'q-,- T Washington, DC 20410
wew hud .gow

Lorraine L. Smith

Fax 202.708.3680 Hurman Resources Specialist, Employes Benefits
Cell 202,708 3680

202.402.7499

Lorraime LSmithghu d.gow

Eagle
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CHIEF OF STAFF
OFFICE OF THE SECRETARY

U.S. DEPARTMENT OF HOUSING 202.402.1234

AND URBAN DEVELOPMENT FAX 202.402.0000

WASHINGTON, DC 20410 JOSEPHINE.A.SMITH@HUD.GOV

SUITE 10000

PAS & SES Only
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